
Action Plan Template 
Action Step 
What needs to be done?  

Responsible 
Person 
Who should take 
action to com-
plete this step? 

Deadline 
When should this 
step be completed? 

Necessary Resources 
What do you need in order to 
complete this step? 
 

Potential Challenges 
Are there any potential challenges that 
may impede completion? How will you 
overcome them? 

     

 

 

 

 

 

 

 

 

 

 

 


